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oMOFINFORMATIONACT(FOIA)GUIDEANDPROGRAMCHECKLIST

request is a written request for records held or believed to be held by EPA. The request

The Act requires that agencies provide records unless

submittal to the FOIA Coordinator' Assure that ALL portions of request which Your

program/office is resPonsible for have been responded to. When the records resPonsive to the

request are prepared and Program Checklist completed, send to FOIA Coordinator with anY

details that should be known for PreParation ofresponse letter. INCLUDE THE CONTROL

SLIPwhensubmittingtotheFolACoordinator,oEP.The
only means of indentification and tracking'

FOIA control number (RII'[) is the

Effective october 1, 1998, it is the program's/office's responsibility to provide information for

compilation of ad*irrirtrative costswith each FolA request. This information is entered into the

FOIMATS database by the FoIA coordinator, oEP. The information will be retrieved by

t *aquurtrrs annqally and included in the Annual Report to congress'

they are exemPt from disclosure'

FOIA OFFICE (OEP)

FOIA requests are date-stamped and logged into the FoIMATS database by the FOIA

Coordinator, OEP. The FOIivIATS database assigns a control number (Request Identification

Number (Rr.0 and generates a control slip. cop[s of the request are hand-carried to appropriate

programs/offices. tipo. receipt of records and backup material from the programs/offices' the

FOIA Coordinator prepares an appropriate response letter for signature by the FOIA Officer'

FOIA Officer signs all rcsponses except denials'

PROGRAM RESPONSIBILITY

Understand what the writer is asking for. If not, call the requestor for glalifipation' Scope of the

request can often be narrowed.) If fees for processing request exceed $25'00 and requestor has

not indicated in retter willingness to pay upto a specified amount, call requestor advising of

estimated fees for processing request and obtain agreement to reimburse the Agency'
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Yes Date

-LqlLProgram has resPonsive records

Index ofrecords released and/or denied"""'

Counsel consulted re releasability of records " " " " " "'
Z
_r'_

Exemption cited for records denied 5 U'S'C' 5520)"""'
Copyii.s) of record(s) initially denied in program's files OR sub-

*itt"a to FOIA Cooidinator (in FOIA files in case of appeal by

No N/A

requestor



Yes Date No *2
Business confi dentiality determination applicable.
Program notified third party by letter from Division Director of
opportunity to substantiate businesS confi dentialify claim
Extension of "due date" requested citing 40 CFR 2.112(e)...-

_(1) The need to search for and collect the requested records from
offices that are physically distant from this office

_(2) The need to search for, collect, and appropriately examine a
voluminous amount of separate and distant records involved
in your request

_(3) The need for consultation, which shall be conducted with all
practicable speed, with another agency or EpA office having
a substantial subject-matter interest in your request

Requestor advised of charges and agreed to payment J _
Cost of processing request: Record Search!1hr(g @-e,as_per %fu.;Record Review;la
hr(s) @lq6_per %fu.; copyrngJg__Pages @$.15 per page; actual cost to EpA (computer
time, diskettes, maps, photos, etc.

Date of transmittal of records/information to OEp
responsible for for response letter):

Division Director (or designee)
* rl. * * * * * t * * * * * * * * * * :t * * * * * :1. * * :F * * * * * :t * * * * * * * ** **x***** * {. !f ** * rl. * i. {.*:1.i. {.rf * * * {. * {<

**EFFECTME 10/1/98 ADMINISTRATTVE COSTS TO BE ENTERED INTO FOIMATS BY
FOIA COORDINATOR, OEP, FOR INCLUSION IN ANNUAL REPORT TO CONGRESS**

IN COMPLIANCE WITH E-FOIA, ALL PERSONS WHO WORK IN ANY CAPACITY ON A
REQUEST WITHIN EPA ARE REQUIRED TO PROVIDE THE TIME SPENT AND
HOURLY RATE (PER HOUR SALARY) FOR ADMINISTRATTVE COSTS.

TOTAL HOI]RS: .25 HOURLY NATB: Ig. 83 TOTAL
TOTALHOURS: .15 UOURLYNANT:ZI.SO TOTAL
TOTALHOURS: HOURLYRATE: TOTAL
TOTALHOURS: HOURLY RATE: TOTAL
TOTALHOURS: HOURLYRATE: TOTAL
TOTAL HOURS: HOURLY RATE: TOTAL

COS 3.-rl
COST:21.9?
COST:-
COST:_
COST:-
COST:



Freedom of lnformation Act Request
07-RrN-00428-01

Requestor:

Company:

ASHLEY FADDIS

ENVIRONMENTAL
STRATEGIES
CORPORATION

Acknowledged: 0411612001

Fee Category: COMMERCIAL

Subject: CAA, CWA, RCRA AND ANY INFORMATION
CONCERNING FORMER UNDERGROUND STORAGE
TANKS

Lead Office: 07-oEP

Assigned to: O7-APCO, O7-NFMB, O7-OEP, o7-RCAP, O7-USTB

Original Due Date: O5l14l2OO1 New Due Date:

Track: BASIC Fee Waiver
Requested:

NO

FIS lnitials: EN

Request Date:

Date Received:

0411312001

0411612001

SPECIAL INSTRUCTIONS:

PROGRAMS PROVIDE INPUT, OEP

SIGNATURE

FOIAS ARE HAND.CARRIED TO
DIVISION/BRANCH/OFFICE ON DATE
RECEIVED. FOIAS ARE DUE TO
REOUESTOR 20 WORKING DAYS FROM

DATE RECEIVED.

REC'D BY:

1 7 APR 2001

J4,:an,fu/hcgfulk
DATE



ADDRESS:
226 Lirport Parkway, suiLe 630

CITY:
San ilose
COMPANY:
Environmental Strategies Corporation
E-MAIL:
afaddis@escsj . com

FAX:
408-453 -0495
FEE:
10 0+
NAME:
Ash1ey Faddis
PHONE:
408-453-6100
S ]TE / FAC]I,ITY/ ENTITY :

White-Rodgers Division
EMERSON

9?97 Reavis Road
Affton, MO 63123
SPECIFIC INFORMATION_NEEDED :

CAA, CWA RCRA, and any information conc

t6c;.
CA
TYPE:
Other
ZIP z

95 Ll-0

To: RTFOIA

GC

Subject: (102151409) On-line FOIA Request

former

C)-N-t,r/- Da4Lf-ol
IJ 5TO
P-c\f
fr PC-Q

N FMo
OLP

mcDogZB Swet

lnternet Daemon
Owner
< idaemon@mountain
epa.gov>

04/13/01 02:14 PM

storage

WARN]NG NOTICE
This efectronic mail originated from a federal government

computer system of the United States Environmental
Protection Agency (EPA). Unauthorized access or use

of this EPA system may subject violators to criminal'
civil and/or administrative acEion' For official
purposes,lawenforcementand'otherauthorizedpersonnel
may monitor, record, read, copy and disclose all
iniormation which an EPA system processes. Any personts
access or use, authorized and unauthorized, of this EPA

system to send electronic maj-l constitutes consent to these

terms.

This information is for tracking purposes only'
submitting script : /cgi-bin/mail'cgi

BECEIVED
APR 16 2001

EPA.RGAD.OEP.FOIA
REGION \III


